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Setting Your Default Output Report Format to PDF 

 

The default report output for COGNOS is HTML, this will display the data the fastest.  

But it does take time to scroll from page to page.  PDF takes more time to bring up the 

results but since it creates the whole PDF file it scrolls much faster.  Here are the steps to 

change your default output to PDF. 

 

Log into COGNOS, if you do not have a logon click here for information on how to get 

access click here. 

 

After you login and your at the “Public Folders” window (see below). 

 

 
 

At the top right of the window click on preferences (see below) 

 

 
 



You should see the “Set Preferences” screen (see below) 

 

 
 

On the top right of this window is the “Report Format” setting 

 HTML is the default setting. 

 

 

Click on the  and all the report formats will appear. 

Select PDF.  At the bottom of the window (you may need 

to scroll the windows down.  Click on the  

button.  Now when you run reports the default will be 

PDF. 


